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PURPOSE

The purpose of this policy is to implement the budgetary process and guidelines of the Guam
Behavioral Health & Wellness Center (GBHWC) ensuring efficiency and appropriateness.

POLICY

As a line department of the Government of Guam, all budgetary transactions are executed in
accordance and guided by the Bureau of Budget and Management Research.

PROCEDURE

A

Preparation of Proposed Budgets: After the Budget Call from BBMR, financial data and
other budgetary forms is provided by Administrators/Supervisors, Administrative
Assistants to the Financial Supervisor/Certifying Officer.

. Production of Proposed Budget Package: On or before the submittal deadline, the

proposed budget is prepared in prescribed format, hard and digital copies are made for
the review of the Certifying Officer and approved by the Director, and transmitted to
BBMR.

Administrative Assistant(s) may be assigned to assist in the preparation of department’s
budget.

Allotment Schedules are prepared for certification by the Certifying Officer and approved
by the Director.

Budget Modifications are prepared for certification by the Certifying Officer and approved
by the Director.

Budget Modifications are prepared to initiate object class transfer, funds loading,
account over-runs and other requirements.

Transactions are organized and easily retrievable and are physically/electronically filed
in appropriate folders/cabinets/proper receptacles.
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